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Records Management
6. STD Form 70, Records Inventory Worksheet Current Current | Retain as current until next inventory, or when no
longer needed for reference or analysis, whichever is
’ later.
C ; Retain as current until revised.
. P ] urren NOTE: Although revision is required every five years
L STD Form 73, Records Retention Schedule Current from date approved by CalRIM, records retention
schedules that are not revised remain in effect but are
considered non-current.
Electronic Mail
A. E-mail that are categorized as official records | M * * * * *E~-mail communications that have “official records
are subject to department records retention status” are subject to department records retention
schedule and must be retained for the same schedule and must be retained for the same period of
period of time as the records series that most time as the records series that most closely matches the
closely matches the subject matter contained subject matter of the e~communication in question.
within the new e-message. If there is no
entry that resembles or matches the subject
matter of the e-message, the “record” should
be added to the schedule as a separate series
(separate item number).
B. Transitory e-Mail consists of electronic M 90 days 90 days Destroy transitory e-communications when they have
messages that are created primarily for the served their purpose.
communication of informal information as
opposed to the perpetuation or formalization
of knowledge.




